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1. 
INTRODUCTION 
Class and daily record handbooks (many of them designed and 
proportioned for attendance, tardiness and grades) are essential 
teacher-aid tools which indisputably lighten the load of teaChing. 
A teaCher of public school music would be last to claim any exemption 
from this fact; however this writer can recall numerous occasions in 
which the "sChool issued" and "scratch-pad-memo" failed miserably as 
an "at hand" record item. 
The teacher of music should have on hand an accurate and complete 
record of' student background activity {some schools require such), as 
a foundational guide to school and teacher-student relationship. True, 
there are numerous record and filing keeping devices available for the 
classroom teacher; however the music teacher in many si tua.tions becomes 
,!j 
the victim of an endless pile of scratch pads, pocket-memos, date books, ;' 
practice schedules, program notes, conduct, citisenship, I.Q. reference ' 
sheets, numerous publisher's addresses and a countless number of parent 
telephone numbers. 
Today's music teacher has no time for keeping records which demand 
a great amount of laborious and painstaking effort. This then necessi-
tates certain practical issues with which the art of developing student 
musicianship must oome to terms. Hence, for the betterment of teacher-
student relationship in the learning, activity and performance area, it 
is obvious and expedient that a systematic device for keeping records 
is of most basic importance to music depariment organization and 
unif'ormi ty. 
The origin of the "Daily Music Record" can be traced to any typi-
cally American public school music roam. From several years past 
experience in the field of public school music. this writer has gained 
many valuable experiences in both instrumental and vocal music and 
though there have been many controversial. excruciating and discouraging 
situations the need and personal desire constantly grew for expe~nting 
with a daily music record handbook. pertinent to school administration. 
teacher, student and music department activit,. 
Fram these same classroom experiences it is the writer's belief 
that the growth of public school music must justly consider and edit 
fiery educational constribution which might enrich the teaching pro-
fession. The e:datence of the public school music program of toda.y is 
indebted to those whose educational philosophies have demanded further 
study and experimentation, how8V'er, in this sa .. conclusion it would 
be unfair to determine all musical growth on an educational philosophy 
as there are many s1 tuations in which the music educator must rely on 
a practical and yet psychologically sound self-ingenuity it desirable 
teaching and learning situations along with student achievements are 
to be realized. 
The objective of thi1 thesis h to illustrate and explain the 
reasons tor keeping a daily music record of auaic department activity. 
Because of the general nature and originality ot this work the author 
has endeavored to present and arrange the following material in a logical 
order which 1li. 11 give the reader a clear understanding as to the sole 
purpose of the "Daily Music Record~; 
EDUCATIONAL OBJECTIVES 
As previously stated, the "Daily Music Record" is a handbook for 
musio educators; however, it would be of little value without a state-
ment of its primary objectives in relation to the field of public school 
music. First, and of most basic importance, is that records provide and 
represent a means for making plans, policies, decisions, agreements, 
orders and every 1 tem that is used in the conduct of an organization.. /1 
In addition, the more spQoific implications would be as followst (1) As 
a means of improving teacher-student relationship in music activit,yJ (2) 
As a means of keeping better records of pupil status and achievement in 
the instrumental, vocal. applied and theory areas of music eduoationJ (3) 
As an effective handbook guide for student and parent contributions to 
the school music program; (4) To aid and make more effective the music 
program to that of public relational (5) As a means for improving per-
sonal assistance to students desiring guidance relating to elective 
music and vocational pursuitsJ (6) To aid in keeping records in student 
music participation. interests and capabilities to that of minimum and 
maximum class enrollmentsJ (7) To minimize extensive forms of musical 
data, student and equipment records; (8) As a means of "at hand" records 
for student interview; (9) To effect more systematic record keeping of 
music activity during the school yearJ (10) As an e:rfective aid to the 
school administration for student record reference. 
Odell, Margaret K., & Strong, Earl P., Records Mana.~ement and Filing 
aperations, McGraw-Hill Book Co., Inc., New York an London, 1947, 
P• 256. 
TYPES OF CLASS: RECORDS 
The most widely used class record handbook is the one designed tar 
use in all school subjects. The example given below, now in use in 
numerous states throughout the South, is designed tor pupil enrollment, 
attendance and mark distribution tor the 18-week semester tera./1 
I 
Subject Period Ending 19 _/ 
Month c 
Date I 
NAMES M T ~ T ~ M ~ ~ T , M T w T , M ~~ 'r , J 
l l 
t, 
5 
6 
7 
8 
Q ~ 
10 
11 
12 
' l 4 
11 1 
1 \ 
H 
/1 ASCO CLASS RECORD (facsimile) Published Expressly AIOmiCAN SEA!ING CO. 1 
An actual size faoimile showing the six week and semester grade 
dis'tribution. A similar type referred to as a "Class Register" is now 
in use in many New England states./3 Many vary from desk drawer size 
to pocket size. Those smaller in size are designed tor a shorter 
school term. 
6 wk mar~ 
.:a-
-+' ~l -~ -;:t ,..., ~ M T w 'I' , M T w T F M T w ~ , lid ~ 1 2 3 Ex G-r 
J 
~ 
' 
/3 Hadsell FLEXIBLE CLASS REGISTER Published by Ginn & Company 
s. 
r, .. 
e. 
-- - ~------ --- ----- ---------=------= :::..: - ·c= ..• ,.,. == 
Used in a nuaber of Northwest and western states the below 
refers to attendance. tardiness. lesson plans and memorandum./1 
day Date 
-continue absentee report down page, or use space for memorandum ( 
Indicate below,Enrollment,Abs.,Tardy 
NAME IA.M P.M. 
) 
) 
I 
I 
• 
~ 
·~ 
) 
~ ) 
) 
•6-i ins. lower space ) 
• 
Jl TEACHERS t DAILY RECORD-HAMMOND & STEPHENS CO. 
' ! 
- - ---~--- -·--· 
----- ---- - --
There are same music record handbooks which keep an account of 
appointments./! others refer to lesson records./2 In the field of 
:! 
public school music there are numerous types which refer to student ,\ 
activit.y. The practice record report is used in many sohools./3 A 
number of these require special tiling facilities. 
_____ Term ___________ Year ______________________ Pupil 
Week Mon. Tues. Wed. Thurs. Fri Sat Total 
1 
2 
' 4 
5 
6 
7 
8 
/1 
/2 
/3 
Minutes 
Subject Parent or Guardian 
Arthur M. Perry, MUSIC PUPIL RECORD Published by G. Schirmer 
Leola Arnold MUSIC STUDENT LESSON RECORD, Published by Clayton 
s~ co. 
Dykema, Peter w., & Gehrkens, Karl w., The· Teaching and Administra-
tion of Hi~h School Music, c. c. Birchard & Co., Bostaa. Mass •• 
195!, P• 57. 
--------- -~---- ----
~. -·--· -- ---·-~-- --
Same sChools recognize private music study and give related credit. 
Certain types of student record reports summarize accomplishment and 
private teaCher comments ./1 
SAN FRANCISCO PUBLIC SCHOOLS 
HIGH SCHOOL CREDIT FOR PRIVATE MUSIC STUDY 
PRIVATE TEACHER'S REPORT 
Report Card Period _____________________ To ________________________ ___ 
Name of Pupil Field------------Name of Teacher Address ____________________ _ 
Date of Hours Technical Accomplishment Caaposition studied(with 
lesson of (Exercises.soales.studies) coDID.ent on each) Mark * 
taken Practice with teacher•~ comment those tor examination 
Teacher's Signature Grade 
/1 Dykema. Peter w. • & Gehrkena. Karl W. • The Teaching and Administra• 
tiaa of High School Music. c. c. Birchard do •• Boston. Mass •• 
1963• P• 658. 
s. 
Many well known music publishers distribute small size stud.eat 
record pads which refer to practice routine./1 There are others whiCh 
include and cover more than one area or student activity./2 In the 
field or public school music there are numerous types or equipment 
record cards./3 
RECORD CARDS FOR UNIFORMS AND INSTRUMENTS 
WICHITA PUBLIC SCHOOLS 
Instrumsnt ••••••••••••••• Make ••••••••••••• Nc •••••••• 
Description •••••••••••••.••..•...•••••••..•••••.•••. 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
Purchaaed ••••••••••••••••••••••••••. Cost •••••••••••• 
Loaned to••••••••••••••••••••••••••••••••••••••••••• 
Address ••••••••••••••••••••••• Telephone ••••••••••••• 
Date Checked out •••••••••••••• Date Returned ••••••••• 
School • ••••••••••••••••.•••.••.••..•••••.••••••••••• 
/1 WOOD'S PUPIL PRACTICE RECORD Published by B. F. Wooda 
/2 MUSIC PUPIL'S LESSON BOOK & PRACTICE RECORD Published by 
Theodore Presser. 
Dykema, Peter w .. & Gehrkens, Karl w., The Teaching and Administra-
tion ot High School Music, C. c. Birchard & Co., Boston, Mass. 
1953, P• 520. 
9. 
Another type of public school music record is that which accounts 
for the band, orchestra. or choir unifo~. /1 In many schools the 
music tea.oher has used various types of records whioh originated fran 
essential need. 
/1 
BAND UNIFORM NUMBER 
Nam.e • •••••••••••••••••••••••••••••.•••••••••••••••••••• 
Size of ooat •••.•.... ............................•...•• 
Size of cap •••.••....•.•.•••.••..•.•....•.............• 
Size of pants •••••••••••••••.•.•••.•••.•••..•.•...•.••• 
Size of belt••••••••••••••••••••••••••••••••••••••••••• 
&tblem ••• •••••.••••• • •. • • • • • • • • · • • • • • • • • • • • • • • • • • • • • • • • 
Checked out ••••••••••••••••••• l9 ••• In •••••••••••••• I9 •• 
Dykema, Peter w •• &: Gehrkens, Karl w •• The Teaching and Administra-
tion of High Sohool Musio, c. c. Birchard & Co •• Boston, Mass., 
l953, P• 520. 
10. 
The previous record examples indicate that there are numerous and 
various types now in use. Some pertain to certain ares.s of student 
music activity. however. it is the writer's assumption that there are 
no handbooks Which are proportioned to the school music program as a 
whole. 
To justify and substantiate this assumption. a randaa selection 
of sohool officials and music educators were interviewed concerning 
music record keeping practices and methods used. 
In October of li52 the Southeast District of the Georgia Education 
Association met in Douglas. Georgia. The general attendance numbered 
approximately at two thousand which included state and county school 
officials. Between five and six hundred were representative of the 
classroom teacher .from which an approximate sixty to seventy were 
associated with public school music in both instrumental and vocal 
.fields. Fran a total of fifty-six individual and group interviews it 
was found that in some schools the music teacher was directly respon-
sible for keeping records while in others no specific requirements 
were made. /1 
As a result of these findings the writer has endeavored to estab-
liSh a specific purpose and usefulness in the preparation and construe-
tion of the "Daily Music Record." In addition it has been necessary 
to consult a number of music publishers and considerable other sChool 
supply sources to aid in arranging materials in logical order. 
/1 Bingham. w. Van Dyke. &: Moore. Bruce Victor. How To Interview. 
Harper &: Brothers Publishers. New York and London. 1941. 
P• 29-33. 
·-- -· - ·-·····---- ~·-·--·-'' 
- - . ' -
11. 
Table showing results of an interview with fifty-six music 
teaChers and their responsibilities relating to keeping student music 
activity recorda. /1 
Number of Interviews••••••••••••••••••••••••••••••••••••••• 56 
Number of teachers responsible for attendance.) 
tardiness and grade records >•••••••••••• 38 
Number of teachers responsible for music equipment.) ••••••• 16 
uniforms and instrument records ) 
Number of teachers keeping records of performances.) ••••••• 24 
honors. awards. etc. ) 
Number of teachers having access to school issued) ••••••••• 56 
attendance and grade record handbooks ) 
Number of teachers using or having access to handbooks).... 0 
designed for keeping music department records ) 
/1 Southeast District of GEORGIA EDUCATIONAL ASSOCIATION. Douglas. 
Georgia, October. 1952. 
12. 
'· 
' 
13. 
-~-------------··- ---~- ~-
THE DAILY MUS! C RECORD 
Organization and Function 
The "Daily Music Record" has been prepared for the purpose of 
keeping accurate and concise information basically essential to the 
teacher-student relationship. music department and school administra-
tion. 
The function of the "Daily Music Record" records all those music 
activities which &re a part of the music education curricul~ It is 
designed for use on the Elementary, Junior and Senior High SChool 
level and serves as a direct source or student and music activity in 
the public school related music course. 
The growth of public school music means the growth of student 
participation. The organization or any student musical group involves 
numerous plans along with systematic devices tor employing such. The 
--
skillful teacher of music uses every available tool for desired progress, : 
thus it should always be remembered that keeping recorda are the greatest 
factor in advancement. /1 
The duties of the music educator are not always restricted to the 
class roam or school day. Visitation or parent conference, music 
festivals, athletic events, holiday programs and other performances are 
all a part or the music education progr~ In many situations these 
events do not receive recognition in the school records as being a 
music department contribution to student achievement. 
/1 Elwell, Fayette H., Zelliot, Ernest A., & Good, Harry I., Personal 
and Business Record-Keeping, Ginn & Co., 1938. 
All music teachers during a school year will usually experience 
a lack of adequate time in their regular teaching duties. In the 
preparation of the "Daily Music Record" all record accounts cal be 
entered within a minimum of time, or approximate to that which the 
taking or attendance and tardiness takes. /1 
In actual size the Daily Music Record is flexible enough to adapt 
to the ordinary desk drawer space. In a closed position the cover size 
measures 9-3/4 inches from top to bottom with width or 6-3/8 inches. 
It is applicable to any school year term, quarter and semester week 
period, and in addition, covers a 7-day weekly program as well as a 
sunmer IIDlsic term. 
For the music program extending over a period or years the Daily 
Music Record contains a 5-year calendar account and can be used as an 
accumulative record source. The student is assured of accurate back-
ground records considered essential to his particular field of music 
activity. /2 
/1 Crawford, Claude c., How To TeaCh a Text for 
Secondary Teachers, C. C. Crawford, Sout ern Ca ifor a School 
Book Depository, tos Angeles, California, 1938. 
/2 Association for Childhood Education (International), Records and 
Reports, Association for Childhood Education, Washington~ D.c., 
1942. 
14. 
Music departments as a general rule do not discourage the use ot 
systematic record keeping devices i.t' such can be o.t' value to the general 
activity. Because o.t' numerous activities during the school year it is 
usually necessary to maintain certain daily and accumulative records, 
however, this sometimes means that considerable e.t'.t'ort and time must 
be taken i.t' records are kept properly. In many situations the tiling 
equipment ia not always adaptable tor music department .t'unotion. At 
the same time many music departments are limited in .t'unds tor equipment 
in relation to tiling devices, thus it is necessary to rely on other 
methods tor keeping records. 
Present day teaching methods recognize the value in the correlation 
ot mucis with other aubjects./1 In order to accomplish this the teacher 
must have access to the needed information which can be obtained within 
a minimum ot time and without the resorting to thumbing through piles 
ot loose leaf record folders. In the responsibility o.t' maintaining 
equipment records, the music department in same situations is .t'orced 
to rely on the salt-ingenuity o.t' the music director. In other si~ 
tiona music department records became scattered between principal's 
and superintendent's o.t'.t'ioes and many times the services o.t' the o.t'tioe 
secretary are limited. 
/1 Music Education Source Book, Published by Music Educators National 
Conference, Chioago 4, Illinois, 1947. 
\ 
:J 
~------~---·-·------ --------- ---·-·--- ------
- '"--------- ---- ----------------- ------·--·· 
THE CONTENT ANALYSIS OF 
THE DAILY MUS! C RECORD 
So That the content analysis of the "Daily Music Record" can be 
clearly illustrated, those terms denoting music activit,y will be used. 
All activities will come under column titles which oan be easily under-
stood as wall as the order and arrangement of' entry items within each 
column. It is intended that the various order of' column titles will 
permit the user optional choice in the keeping of' t.-nsf'er, retention 
and disposal records. /1 The suggested keys and symbols for abbreviat-
ing column entries are optional and the person using the handbook can 
identify subject, activity and equipment records to that of personal 
preference. 
There are 96 pages of' column entry titles. The total number or 
entries has been distributed in each consecutive 6-pages. In addition 
the person using the handbook can retain all entries f'or summer term 
use if such is desirable. At the beginning of each consecutive 6-page 
group the dates in terms of weeks or months can be written in opposite 
the titles "Beginning" and "Ending." At the top of each 2nd,. 4th and 
6th page a table for keeping the total enrollment of general and 
elective mu.ic classes can be recorded according to grade level and 
related activity. 
/1 Odell. Margaret K •• &: Strong, Earl P •• Records Management and Filing 
ilerations. llcGraw-Hill Book Co •• Inc •• New York and London,. 
47. 
16. 
• 
When in an open position each 6-page group has a total number of 
24 columns vertically arranged. There are 50 horizontally ruled lines 
having an approximate 4/16 inch space between eaoh line. Each space is 
numbered vertically from 1 through 50 under the column title of NAMES. 
The page, name and number of all column entries is illustrated in the 
t&ble below as follows: 
COLUMN TITLE PAGE 
1. NAMES 
2. No. Days Absent 
:5. No. Days Tardy 
4. Period . ..................................... . 1 
5. Year in school 
6. Room. No. 
7. Subject 
8. Grade Distribution ••••••••••••••••••••••••e••••••••••••• 
9. Remarks & Memorandum 
10. NA.1m (Guardian name • remarks, memo, etc.) 
11. ~dd.ress 
12. Telephone ••••••••••••••••• 
3 
13. Parent Initials 
14. Honors, Awards, Speo. Activities, eto. 
15. Grade Distribution ••••••••••••••••• 4 
16. Remarks & Memorandum 
17. NAMES (Remarks & Memo, etc.) 
18. Absence, Tardiness-Concerts, Parades, Genr'l Performances 5 
19. Tests, measurements 
20. Test Score 
21. 
22. 
23. 
24. 
Uniform Check List 
Instrument. equipment 
Grades Distribution 
Remarks & Memorandum 
Check List 
. ....................... . 6 
17. 
I "'~ 
1Fold or tear off 
Honors & Awa.rds 
Spec. Activities,Olubs,etc. 
r 
Grade 1 
Distribution 1 
Remarks 
& 
Memor ... nm 
~~~;~,r----------------------+--+-4--+~--k~-----------------
5 l 
~ I 
0, 
7 I 
8 T 
9 
10 
11 II 
12 I 
13 II 
14 il 
lt I 
1 I --~lE:!:t---------------------+-----4 -+---+-·---+-----l-11' ______ -··· -· --------
19 I 
2C I 
21 I 
22 1 
~~~4~----------------+-+--~~~~·---------------
25 r 
20 T 
27 
?8 
29 I' 
~0 I 
'51 I 
52 I 
I 
35 I 
37 !I 
[I 
II 
41 
---T, 4L~2o::l-------------------l-----lf-+--l--+-+t--------·-·---
43 [I ----T~'f+---------------------+-____jl---1---+--l--J-T'-----·- ·-·-- --------
~~~~-------------------+-~+-4-4-~l~~-----------
l~7 I 
48 ' 
·9 I 
50 T 
(Remarks,memo) 
NAMES Absence,Tardiness-Ooncerts, Tests Test Parades,Performances,etc. Meas. Score 
·----
-= ll l 
c: 
7 
8 
Q 
10 
p 
TI 
pi 
14 
l"l 
11) 
i7 
18 
10 
~(i 
21 
?? 
• 
,: 
211 
2"l 
26 
2( 
28 
29 
~0 1---· ~i ··-··-····· . -------
32 
;; --
?4 
'51)-
)t::f 
"37 
38 
39 
40 
41 
42 
44) 
41.;. 
-4':; - - r-
li.K ----· 
47 
! - ·-·-·----·-
"50 
..;j 
- l"old or tear orr ..,. J 
I 
Subject Grade : 
Distribution 
Remarks 
& 
Memorandum 
1J~it=========-±±ii=tt::======= 
1_! 
1~ 
l_§_ 
I 
II 
I' 
?_Q_ 1 
~~~t============-r±=t±=tt:========= ~ lr 
26 ll 
- 2~ ! 
28 l! 
_1_9 
_37 
46 
47 
48 
I' 
II 
II 
I' 
II 
II 
I• 
!I 
II 
II 
IL 
II 
II 
-
(guardian,memo) 
NAMES Home Address Fhone Parent 
No. Initial 
1 
• 2 ~ 4 
~ 
l) 
7 
8 
9 
10 
11 
12 
B 
14 
15 
16 
17 
18 
lQ 
20 
21 
22 
• 23 24 
25 . -
26 
?7 
?8 
?0 
zn 
~i 
~? 
~2) 
~ 
i;~ 
3o 
2)7 
2)8 
39 
40 
41 
--- --·- ------ ·--- -- -- -~-----~---
h? --~--· ------------ ----·- --- ·- ---
43 
44 
45 
46 
47 
lJ.A 
40 . 
50 
Beginnin.e: _19_ Endin.e: 19 
_No. No. IPe Gr Home NAMES Days T~~~; Yr Room Absent No. 
.---· 
~ 
"" ___ " ---- ~- -; 
"----l 
------ --
""' 
") 
b 
---~----
" __ " _______ , __ "" 
8 
---
--" 
9 
----
--
---
10 
11 
12 
p 
1l 
1? 
---------------· . - ------ --
16 
---- ~---- f--17 
18 
19 
20 
21 
_?2 
2~ 
-
-- -- ---
--
24 
25 
26 1 
- '" "' 
--
"'-
_?I 
---------
--~----· -" "" 
- -- "' ~ ---28 I --- "-- --
56 ' I ! ---- "- i _" ____ , -----" 
----------- ·-·---------------- +· -- '"-
~1 : 
~2 ; 
~~ ; 
34 : 
~") : 
------ ------------
~6 ; 
37 ; 
·-----
'8 i 
39 : 
- --------------
40 
- -~--
'+1 
------------
--
----------
--
---
42 ·; 
4~ ------- ~-----44 ' ! 
.A'5 
46 
47_ 
}!P, 
4Q 
'50 
. 
I ..., 
tFold or tear off 
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Teacher 
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FOREWORD 
This handbook has been prepa.red for 
the purpose of keeping accurate and 
concise records pertinent to school 
music department activity. There are 
places for recording student absence, 
tardiness, noting gra.des, student hon-
ors and awards, performance dates, in-
strument and uniform check lists, ad-
dresses and other record items. The 
public school music teacher will find 
this handbook helpful during the school 
year. 
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